
PERMIT APPLICATION CHECK SHEET 
 
 

Completed application with notarized signatures 
 

POWER OF ATTORNEY (unless the application is signed by 
the contractor) 

 
State Licensed Contractor 

 
Sub-List 

 
2 Sets of Plans (Signed/Sealed)  
 
1 Digital Copy of all pages of Plans **See Requirements Below 
 
**If applicable to the project** 2 sets EACH of (Truss 
Engineering, Duct Layouts, Gas Schematics, and Energy 
Calculations) 
 
Legal Description must be on the application 

 
Verification of ownership (Property Record Card, Deed or tax 
bill) 

 
 RECORDED NOTICE OF COMMENCEMENT. 
 
 

DIGITAL SUBMISSION REQUIREMENTS 
 

 ONE copy of ALL pages shall be delivered on a 
Windows compatible DVD or CD in a .pdf format 
(Adobe). 
 

 Drawings that use layout tabs for multiple pages in a set 
of plans shall be labeled to match the drawing index 
listed on the cover sheet.  Submittals that include 
multiple individual files for each drawing page shall be 
titled using the drawing index numbering system. 

 

 


